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Viewing Daily Work Reports

This section will explain how to view a daily work report.

oL SiteManager Panel
Main Panel T D aily ‘work Reportz(+] ]
s E 53
Contract 3 Contractor Change Civil Rightz[+] b aterialz Accessones(+]
Adminiztr ation(+] & Fayrnents(+] Orders(+] ki anagement[+]

“Double-click” on Daily Work Reports (+) located on the Main Panel.

ESiteManager Panel
I ain Parnel T

Daily Work Reports[+] ]

H - =
Hiztomn Dhiary ltem - %R Contract ltem - DWH Template

Adjustments Template Dw'F Template  Uszage Report

Process List

Reference
T ablez(DWH+]

“Double-click” on Daily Work Reports.
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¥ AASHTO SiteManager

File Edit Services ‘Window Help

EREE DEE

ok Daily Work Reports
i DWH Info. Contractors " Cantractar Equip. [raily Staff i Wwork tems ¥ Force Accounts 1
Contract 1D: tor:  [Clipper, Buzz
DWR Date: | 19/14/07
Locked: Flo Temperature Weather Conditions
Authorized: Flo High: AM.: | ﬂ
Authorized Date: |00/00/00 Low: P.M.: | =l
No Work Items Installed: v Work Suspended: [
Mo Contractors On Site: v Suspended Time: 00:00 ﬁ
Ho Daily Staff On Site: [+ INDOT Resumed Time: 00:00 ﬁ
Remarks:

There are six tabs where contract information will be captured:

DWR Info: documents information pertaining to weather and controlling
operation.
Contractors: Contractors daily attendance record referring to Contractor’s
workforce such as:

Supervisor(s),

Worker(s) by personnel type
Contractors Equip: Contractors Equipment documents the presence and
use of equipment on the job site by selected Contractor(s).
Daily Staff: Daily Staff tab will NOT be utilized by INDOT.
Work Items: Work Items tab is used to document installed work items by
selected contractor by project.
Force Accounts: Force Accounts tab will NOT utilized by INDOT.

“Click” on the Open & button located on the tool bar to select a contract.
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R -30006
R -90007

BLACK SIDE UP PAVING
COWVER ALL HOLES CO

STP 3387005
STP 3387005

ACTY  WARRICK
ACTY  WARRICK

G0
EE0

E Contract ID E|

Selection
’%Eontract 1D |

_Inspector |

" Diate |
Find : |
Contract 1D

Contract ID Yendor Description Fed State Proj Hbr  Status County Lvl2 Lwvl3 Lvi4
R -30003 EIG JOHM CO&L CO STF 3387005 ACTY  WARRICK EED oM S
R -90004 PAVE'UM RIGHT CO STP 3387005 E T

OM 5
ON S

The Select Contract window appears.
The Bottom Panel contains the following columns:
¢ Contract ID: the Contract ID is the identification number assigned to the
contract.
¢ Vendor ID: the Vendor ID is the INDOT assigned identification number for the
Prime Contractor.
¢ Fed State Proj Nbr: the Fed State Proj Nbr is the unique identifier for the
project.
e Status: the Status column indicates current status of the project, Active, Pending,
Complete, or Archived.

¢ County: the County column shows the county where the majority of the work is
located.

Lvl 2: The Lvl 2 column shows the District office administering the contract.
Lvl 3: The Lvl 3 column is currently not utilized by INDOT.
e Lvl 4: The Lvl 4 column is currently not utilized by INDOT.

¢ Location Description 1: the Location Description 1 column contains the
description of the actual limits of the contract.

“Double click” on the appropriate Contract ID.
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ﬂ Contract ID

d90hfly

The Select Inspector panel appears.
“Double click” on the appropriate Inspector Name.

E Contract ID

08/24/06

“Double click” on the appropriate DWR Date.

NOTE: All diaries are viewable. This is not dependant on the locked status or Auth. Ind.
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AASHTO SiteManager X

L ] E Draily Work Report will be opened as Read Only
L

The Daily Work Report will be opened in Read Only mode.
“Click” OK.

¥ AASHTO SiteManager
File Edit Services Window Help

EREE DE=El

= Daily Work Reports
i DWR Info. Contractors " Contractor Equip. Daily Staff i ‘wiork [tems " Force Accounts
Contract ID: |R -30004 Ingpector:  |Fly, Hyrum D,
DWH Date: | 05/24/05
Locked: o Temperature Weather Conditions
Authorized: o High: 77 AM.: |Clear K|
Authorized Date: [00/00/00 Low: 5] PM.: |Clear |
No Work Items Installed: [ Work Suspended: [
Mo Contractors On Site: [ Suspended Time: 00:00 ﬁ
Mo Daily Staff On Site: [ INDOT Resumed Time: 00:00 ﬁ
Remarks:
EED Issues #  |Contract d | p. t markings today.
General Remarks =
Media/Press
v

Daily Work Reports window has 6 tabs where information is shown.

DWR info: Daily Staff:
Contractors: Work Items:
Contractor Equip: Force Accounts:

The DWR Info tab contains information about the day’s weather, the status of the DWR,
an indication on who’s on site, work suspension, and the inspector’s notes for the day.
When remarks exist for a topic, a green check box appears beside the topic in the lower
left scroll list.

“Clicking” on the various topics in the scroll list will open the remarks that are related to
the topic.
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¥ AASHTO SiteManager

File Edit Services Window Help

N =
= Daily Work Reports
i DWH Info. 1 Contractors " Conbractor Equip. Daily Staff i ‘wiork [tems " Force Accounts
Contract ID: |R -90004 Inspector: |FI_|,I Hyrum D. Date: |DS.-"24.-"DB
Mbr of Mbr of INDOT
Supervisors Workers

PAVE UM RIGHT CO_~ PRIME - 14 |

INDOT
Supervisor/Foreman Name

[Foreman |l

Mbr of INDOT
Personnel Type Persons
| Equipment Operator =] 1]
|Lab0rer = 3

The Contractors tab contains information about the contractor’s personnel that were on
the jobsite on a given day.

¥ AASHTO SiteManager

File Edit Services Window Help

R =
= Daily Work Reports
i DR Info. Contractors ' Contractor Equip. [raily Staff i ‘whork, [tems Y Force Accounts
Contract 1D: |R -30004 Inspector:  [Fly, Hyrum D. Date: [08/24/06
Mbr of Mbr of INDOT
Contractor Supervisors Workers

PAVE'LUM RIGHT CO ** PRIME ** ww

Mbr. of Nbr INDOT
| Equipment ID - Description Pieces Used

|F'MF|‘IDD FPavement Marking Remaowver

The Contractor Equip tab contains information about the contractor’s equipment on a
given day.
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¥ AASHTO SiteManager

File Edit Services ‘Window Help

el RIS = (0 &

= Daily Work Reports

DR Info. Contractors " Cortractar Equip. [ Daily Staff Wwork Items ¥ Force Accounts
Contract ID: |R 30004 Inspector: |FI_|,I, Hyrum D, Date: |DS.-"24.-"DB
Staff Member 5/C [ Work Reg. oT Starting Ending
Code Hours Hours Yehicle ID | Mileage Mileage

The Daily Staff tab will not be used by INDOT.

¥ AASHTO SiteManager
File Edit Services Window Help

ElFE S &<~

o Daily Work Reports

DR Info. Contractors " Contractar E quip. [raily Staff g Work Items i Force Accounts
Contract ID: |R -90004 Inspector: |F|_l,l, Hyrum D, {305090801} Date: |DS.-"24.-"DB
Froject Line Item Category Supplemental -
Humber Number Number Item Code  Description Instld Description 1
(3620710 0051 0001 801-06775 MAINT AIMING TRAFFIC

(9620710 o052 oo |gm-o7118 BARRICADE, ll-2,

(920710 053 |Dom |801-07119 BARRICALE, II-B

(3620710 o054 oo |gnz-057m SIGH POST, SQUARE, 1, RENFORCED AMCHOR BASE
[3620710 0055 (]| |802-07059 [SIGN, SHEET, AND SUPPORTS, REMOYE

(3620710 005 oo 8027025 [SIGM, SHEET, EMCAPSULATED LENS WITH LEGEND, 2.03
o057 oo |802-7E055 SIGH POST, &

O | | [ | I

<]

[@e20710  Joove 0001 |ADG-0B703  LINE, THERMOPLASTIC, SOLID, WHITE, 100mm |
(3620710 [0079 [odo1 [BOE0E71E LINE, REMOVE Tl
(3620710 o020 oo 0875245 LINE, THERMOPLASTIC, SOLID, YELLCWY, 100mm C
(3620710 =] oo |a0e-7R27a [TRANSYERSE MARKINGS, THERMOPLASTIC, SOLD, YEL[ |
(9620710 o2 |Dom |g08-75297 TRANSVERSE MARKINGS, THERMOPLASTIC, STOP LINE, | |
(3620710 [iT=k] oo 087320 PAVEMENT MESSAGE MARKINGS, THERMOPLASTIC, LAl |
|
|
|

(9620710 |0a4 |oom |g08-75325 PAYEMENT MESSAGE MARKINGS, THERMOPLASTIC, WC|
(3620710 |oo=s oo |808- 75996 SNCWAPLOWABLE RAISED PAVEMENT MARKER, REMOWI[
(9620710 |ooss oo |a08-7Ra03 SNCWAPLOWABLE RAISED PAVEMENT MARKER [

The Work Items tab shows all the items that are on the contract. Items that have a
quantity posted against them will have a checked-box in the Instld column.
“Double-click” on the item to view more information.
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¥ AASHTO SiteManager

File Edit Services Window Help

ElFEE O sgeB0F

| Daily Work Reports
i DR Info. Contractors " Cortractar Equip. [raily Staff g Work Items i Force Accounts 1
Contract ID: |R -90004 Inspector:  [Fly, Hyrum D, Date: [05/24/06
Project Nbr: 9620710 Line Itm Nbr: [ 0077 Item Code:|302-05865 Category Nbr: ooo
Item Desc: PAYEMENT MESSAGE MARKING, REMOVE Unit Price: $30.00000
Supp Desc 1: [
Supp Desc 2: |
Oty Reported to Date: E3.300  Qty Authorized to Date: |4.900 Units Type:| m2
Aty Installed to Date: 4.900 Bid Qty: |9.000 Pay To Plan Qty: []
Status: Ective Oty Paid to Date: 4.900 Current Contract Qty: 3.000
Loc Seq Mbr |Location Installed Placed Qty. Plan Page Humber empll Used
(I
SR 261 22.000)
Placed Qty: | 3E6.400 Plan Page Nhl:| 21 Contractor: |F'AVE'UM RIGHT CO == PRIME == j
Loc Seq Mbr: |1 Location: |Easey Fioad Measured Indicator: |

Station Offset Distance Station Offset Distance
From: +] 000 [ 000 Te: + 000 [ 000

Material Inspection Detail
Material Component Cont Est Matrl Oty Satisf Repr Matrl Oty Reprt Matrl Oty Matrl Unit
More 9.000 0.000 4900  Mone

General information about the pay item is shown in the top panel.

The middle panel shows information about each entry made to the item on the given day.
The bottom panel shows more specific information about the entry that is highlighted in
the middle panel.

If a DWR Template has been used for the entry, a check will appear in the Templt Used
check box located in the middle panel.

To view the template, “click” on the DWR Template El button located on the toolbar
while the appropriate entry is highlighted in the middle panel.
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M9 AASHTO SiteManager
File Edit Services ‘Window Help

el R = ¥ B

ﬂ DWR Template

Contract: |R -90004 Inspector: [Fly, Hyrum D. DWR Date: [08/24/06
Project Nbr: [3620710  Line Itm Nbr: [0077  Loc SeqNo:[1
Item Code & Desc: [805-05866  [PAVEMENT MESSAGE MARKING, REMOWE
T I [} D ipti Used Detail/ |Returns
Multi Line Value
|GenEntm2 |General Entry m2 ||— ||— v

The template that has a checked box in the Used column in the template contains
information pertaining to the line item.

“Double-click” the appropriate Template ID to view the information.
¥ AASHTO SiteManager
File Edit Services Window Help

il I =S &y B

Contract: |F -90004 Inspector: [Fly, Hyrum D, {305090501} DWR Date: [08/24/06
Project Nbr: [3620710  Line Itm Mbr: [0077 Loc Seq No:[1
Item Code & Desc: [308-05366  |PAVEMENT MESSAGE MARKING, REMOVE
Pavement Message Markings. Remove
Total Daily Area ’73840 m2
FPage 1 aof 2 A
From: Station [ Reference  Dffset Distance To: Station [ Reference  Dffset Distance
IT + | 536.863 | Center | 0.000 IT + | £39.750 | Center | 0.000
Standard Pavement Message Markings
Description  Quantity Description  Quantity Description  Quantity
“Ahead” |—3 Combo Arrow l—‘l “Exit" I—D
“Leftt | 2 “Only* [ 2 Railroad "R [ O
"Right" [ 1 "RXR" [ 0 "School" [ @
“Stop" I—U Straight Arrow |—3 “Turn" I—U
Turn Arow |—2 "KING™ I—D
Remarks |
|
|
|
v
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The template will open. If there are multiple pages in the lower panel of the template,
navigation arrows will appear in the toolbar. Navigate through multiple pages by using
the scroll bar.

¥ AASHTO SiteManager

File Edit Services Window Help

Ry = & v B
FIDWR Template - PMMRM L

Contract: |F -30004 Inspector: |F|y, Hyrum D, {305090801} DwH Date: [08/24/06
Project Nbr: [3620710 Line Itm Nbr: 0077 Loc Seq No: [T

Item Code & Desc: 30805866  [PAVEMENT MESSAGE MARKING, REMOVE

| Pavement Message Markings. Remove

“Click” on the Next Detail Row * button located on the toolbar, if appropriate.
“Click” the Close & button located on the toolbar.

¥ AASHTO SiteManager

File Edit 3Zervices Window Help

eaalll = =

ﬂ Daily Work Reports

[WH Info. Contractors " Conbractor E quip. [raily Staff i ‘whork, Items “" Force Accounts
Contract ID: |R -90006 Inspector:  [Fly, Hyrum D Date: [03/24/07
Force Force Account Description Purposze
Account ID

The Force Accounts tab is not being utilized by INDOT.

Viewing and Printing the DWR

¥ AASHTO SiteManager

File Edit Services Window Help
BE? DS=
1 Dai ly Work Reports

DWH Info. Contractors " Contractar E quip. Draily Staff i ‘wiork Items ¥ Force Accounts
Contract 1D: |R -90004 Inspector:  |Fly, Hyrum O,

DWR Date: | 08/24/06

“Click” on the Preview DWR button on the toolbar.
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ﬂ Print Preview

Prior | Print | Setup.... | Zoom._. | Save As. . | Close ||7 Rulers
.|.¢.|.|.|.I.|.1|.|.I.|.|.|.I.|.2|.|.I.|.|.|.I.|.3|.|.I.|.|.|.I.|.4|.|.I.|.|.|.I.|.5|.|.I.|.|.|.I.|5’°|.|.A
RPT-ID: RDWRHCON INDIANA DATE:

USER: d30bclip
Clipper, Buzz  {310086133}

DAILY WORK. REPORT FOR COMTRACT: R -30004

Department of T p i PAGE:

D'wWR Date03/24/2006 | Contract ID R -30004 |Aulholized: Mo |
Inspector ID:d30Hly | Inspector: Fly, Hyum 0. 305090801}

ol Bt Lt

[ EI N [~ I awa e "D ;i n o _am

The user can zoom, scroll and print from this win&lé-\;.
The printer can be chosen by “clicking” the Setup button.

Printer Setup x|
Printer: g, I

Adobe PDF on Meln: -
WWAPRTSRWAST-107463 HPA0R0 [Middl Cancel |
WWBprteryhST-COLOR [MIDDLE) an Melz
WWMTPRTSREYAMT-31869 HF 551 FROM

I I I _,I_I Setup... |

“Click” on the appropriate printer name and “click” OK.

Contractor Information

Contractor 1D: 33-3333366 Contractor Name: PAYE'UM RIGHT CO

Mhr af Canarvienrs- 1 Mhr NF Warkare- A4

ﬂ Print Preview PZ|
Mext | Prior | i Setup... | Zoom... | Save As . | Close | v Rulers
B P I PN TN Y Y PR PV U R PU T IO U I PN BTN U U0 PR U R I
=
i RPT-ID: RDWRHCON INDIANA DATE:
= USER: d30bclip Department of Transportation PAGE:
E Clipper, Buzz 1310086193}
14 DAILY WORK. REPORT FOR COMTRACT: R -30004
:: DWR Date 02/24/2006 | Contract 1D R -30004 |Autholized: Mo
B Inspector 1D 490k Inspector: Fly, Hyum D, {305090801}
- High Temp: 77 Low Temp: E1 | A M. Condition: Clear P.M. Condition:
2—: Work Suspended Time: 00:00 Work Resumed Time:00:00 | Mo Work Items Inslld: Mo Contrs Pre
B Remarks: ‘Yes General Remark s Contractor remowved several pavement markings today.
23

“Click” the Print button.
“Click” the Close button to exit this report.

“Click” the Close & button located on the toolbar.
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Viewing Daily Work Reports

Exercise B-1-2-T Group Exercise
View a DWR created by District Construction Technician Hyrum D. Fly.

Log into SiteManager as: inquire
Password: pass

Navigate from Main Panel:

“Double-Click” on Daily Work Reports (+)

“Double-Click” on Daily Work Report

“Click” on the Open button located on the toolbar.
“Double-Click” on Contract ID: R-90004

“Double-Click” on Inspector Name: Fly, Hyrum D.
“Double-Click” on DWR Date: 10/10/06

Appropriate DWR Opens to the DWR Info Tab in “Read Only”
Review Information

“Click” on Contractors Tab and review information

“Click” on Contractor Equip. Tab and review information
“Click” on Work Items Tab

“Double-Click” Description with a checkmark in the Instld column (Line Item Number: 0077)
Review information for that item.

“Click” on DWR Template icon located on the Toolbar
“Double-Click” on Template ID: PMMRM

Review template information

“Click” on Close located on the Toolbar

“Click” on Preview DWR located on the Toolbar

After Previewing DWR “Click” on Close located on the Print Preview Toolbar
“Click” on Close to close the Daily Work Reports window
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